RD I nstruction 2063-B

PART 2063 - EMPLOYEE RELATI ONS AND SERVI CES
Subpart B - Recognition Program
§2063.51 Ceneral

This Instruction provides the criteria for granting Mnetary and
Nonmonetary Extra Effort Awards and Perfornmance Bonuses. It is to be used in
conjunction with the United States Departnent of Agriculture's (USDA) "Quide
For Enpl oyee Recognition” and the Agency's recognition gui dance handbook

(See Exhibit A). Authority for recognition prograns is given under 5 U S.C
45 and authority for Quality Step Increases is given under 5 U. S.C. 53.

§2063.52 Policy.

(a) It is the policy of the Agency to recogni ze outstandi ng
performance, teamwork, cost-efficiency, enpowernent of enployees, work
force diversity, and effective customer service. The purpose of the
Agency Recognition Programis to inprove Governnment efficiency, econony,
and effectiveness by motivating enpl oyees to increase productivity and
creativity by rewarding their efforts.
(b) The 10 principles of the Agency Recognition Program are:

(1) Link recognition to mssion, goals, and objectives;

(2) Ensure equity in the distribution of recognition

(3) Gve recognition for specific achi evenents that produce
positive results;

(4) Involve coworkers and custoners in recognition decisions;

(5) Gve recognitionin a timly manner
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§2063. 52(b) (Con.)

(6) Enphasize group recognition;
(7) Enphasize nonnonetary recognition;

(8) G ve enployees a choice of the type of
recogni tion they receive;

(9) Hold sinple, local presentation cerenonies; and

(10) Publicize recognition distribution.

882063. 53 - 2063.54 [ Reserved]

82063.55 Recommendations for Monetary and Nonnonetary Extra Effort Awards and

for

Per f or mance Bonuses.

Any USDA enpl oyee who believes a fell ow enpl oyee has nade a significant

contribution may recomrend recognition for himher. However, witten
concurrence by the receiving enployee's supervisor is required before any
award may be given. The receiving enployee's supervisor is the Reconmendi ng
Oficial.

8§2063.56 [ Reserved]

82063. 57 Del egated approval authorities for granting Mnetary and Nonnonetary
Extra Effort Awards and Performance Bonuses.

(a) The Approving Oficial for any award can be any official in the
Agency at a higher level than the Recommending Official. EXCEPTION
Time Of Awards (one type of Nonnonetary Extra Effort Awards) of up to 1
wor kday do not require higher |evel approval. They sinply require the
written concurrence of the receiving enpl oyee's supervisor.

(b) Approval authority ceilings for Monetary Extra Effort Awards are as
fol | ows:

(1) Administrator $10, 000
(2) Assistant Adm nistrator/

Staff Director/State Director $ 2,500
(3) Al other Approving Oficials $ 500
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§2063.58 [ Reserved]

§2063.59 Tinme Of Awards.

Time Of Awards may be granted to an enpl oyee for up to 80 hours per
| eave year. Each single Award may not exceed 40 hours. No enpl oyee may
receive nore than two individual Time Of Awards per |eave year. Tinme Of
Awar ds rmust be used within 1 year after the award is nade. The scheduling of
the tine off will be coordi nated between the enpl oyee and the supervi sor

§2063. 60 [ Reserved]

82063. 61 Docunentation of all categories of recognition.

Al'l categories of recognition must be docunented with a Form AD- 287- 2,
"Recomrendati on & Approval of Awards."

8§2063. 62 [ Reserved]

82063.63 Certificates.

Certificates are considered a form of nonnonetary recognition. Forns
FmHA 263-5, "Certificate for Qutstanding Acconplishment,", FmHA 263-4,
"Certificate of Merit,"” and FnHA 263-3, "Certificate of Appreciation," are
included in this category but other appropriate certificates may al so be used.

§2063. 64 [ Reserved]

82063.65 Career Service Awards.

Certificates (Forns AD-68 through AD-69) and enblens for Career Service
Awar ds may be ordered on FnHA Form 2024-9, "Request for Forns, Suppli es,
Equi prent or Services."

8§82063. 66 - 2063.100 [Reserved]

0Qo
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HOW TO A VE AN AWARD

VWi ch Anard is Appropriate?

Once you have decided to give an enpl oyee an award, the first thing to
determine is "which award i s appropriate?" Below you will find a brief
description of the reasons why a particular award should or should not be
gi ven.

Concentrating on the basis for the award, there are two types:

A Performance Awards (Quality Step Increases and Performance Bonuses) -
whi ch are based upon an enpl oyee's rating of record (which is the perfornmance
apprai sal required at the end of the rating period); and

B. Superior Acconplishnent Awards (Extra Effort and Spot Monetary Awards,
and Nonnonetary Awards, including Time OFf) - which are based upon specific,
one-tine enpl oyee contributions.

Once you have sel ected the nost appropriate award, refer to the page nunber
given at the end of the entry for information on how to subnmt a conplete
reconmendation for that particular award, including any required supporting
docurnent ati on.

1. Quality Step Increase (QSl)
Appropri at e when:

- the enpl oyee has received an Qutstanding performance rating for the period
covered by the reconmendati on;

- the high quality performance covered a period of at least 6 nmonths and it is
likely this performance will continue in the future; and

- the enpl oyee has not received a QSI within the past 52 weeks. The ending
date of the rating cycle is not inportant here, just the effective date of the
previ ous SI.

A @Sl is not in the best interests of the enployee if it is expected that the

enpl oyee will be pronoted in the near future. 1In this case, the QSI would be
"wi ped out"” by the pronotion and so would be of little use to the enpl oyee
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Informati on on how to submt a reconmendation is given on page 4 of this

exhi bit.

2. Per f or mance Bonus

Appropri at e when:

- the enpl oyee has received a Fully Successful or better performance rating
for the period covered by the recommendati on and no el enents are rated equa
to "Does Not Meet";

- the observed performance covered a period of at |east 6 nonths; and

- the enpl oyee has not received a Performance Bonus within the past 52 weeks.
As with the QSI, the ending date of the rating cycle is not inportant here,

just the effective date of the previous Perfornmance Bonus.

Information on how to submt a reconmendation is given on page 4 of this
exhi bit.

3. I ndi vi dual Extra Effort Award

Appropri ate when:

- the enpl oyee perfornmed a one-tinme job, service, or special project in a
manner that was substantially beyond expectations. Some exanples of this

m ght include overcom ng exceptional job difficulties or exceeding records of

production without a reduction in quality.

Information on how to submt a reconmendation is given on page 5 of this
exhi bit.

4. Teanml G oup Extra Effort Award
Appropri at e when:

- two or nore enployees were involved in a task or project which neets the
criteria for the Individual Extra Effort Award in paragraph 3 of this exhibit.

Information on how to submt a reconmendation is given on page 5 of this
exhi bit.
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5. Spot Award
Appropri ate when:

- the enpl oyee perfornmed a specific task which does not warrant recognition at
the Extra Effort level. Some exanples of this might include: Savings Bond or
Conbi ned Federal Canpaign coordinators or acconplishnents in small special
projects of a short duration.

NOTE: An enpl oyee may not receive nore than $500 total in Spot Awards in any
12-nonth period. There is no limt on the nunber of Spot Awards an enpl oyee
may receive, only on the total dollar amount.

Information on how to submt a recommendation is given on page 6 of this
exhi bit.

6. Time Of Award
Appropri ate when:

- the enpl oyee perfornmed a one-tinme job, service, or special project in a
manner that was substantially beyond expectations. Some exanples of this

m ght include overcom ng exceptional job difficulties or exceeding records of
production without a reduction in quality.

Information on how to submt a recommendation is given on page 6 of this
exhi bit.

7. O her Nonnonetary Awards
Appropri at e when:

- the enpl oyee perfornmed a specific task which does not warrant recognition at
a higher level. Sone exanples of this mght include Savings Bond or Conbined
Federal Canpai gn coordi nators or acconplishrments in snall special projects of

a short duration.

Information on how to submt a recommendation is given on page 6 of this
exhi bit.
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Ti mel i ness

For a Performance Award, all recommendati ons should be nade as soon as
possi bl e after the end of the performance appraisal period (Septenber 30).
For a Superior Acconplishment Award, all reconmendati ons should be subnmitted
i medi ately after the event. An explanation as to why recomendati ons are
late may be required if the recommendation is tardy.

How To Recommend An | ndividual For A QSl

1. Usi ng Form AD- 287-2, "Recommendation & Approval of
Awar ds, " conplete Blocks 1 through 7, 11, and 16. The
Recommendi ng Oficial signs in Block 20. The Approving
Oficial (any Agency official at a higher level than the
Recommendi ng Official) signs in Block 22.

2. As justification, attach

a. A copy of the cover sheet (Form AD 435, "Performance Appraisal") of
t he enpl oyee's performance appraisal for the period covered by the
recomrendati on; and

b. Awitten justification (this may be the witten justification
required with all ratings of Qutstanding, or sonething prepared
specifically for the award recommendation). See Attachnent 4 of this
exhi bit for guidance on what a justification should include.

How To Recommend An | ndivi dual For A Performance Bonus

1. Usi ng Form AD- 287-2, conplete Blocks 1 through 7, 11, 16, and 19. The
Recommendi ng Official signs in Block 20. The Approving Oficial (any Agency
official at a higher level than the Recommending Oficial) signs in Block 22

The recomended amount for a Perfornmance Bonus should be based on the
neasur abl e or nonmeasurabl e benefits to the Government (see Attachments 1 and
2 of this exhibit), not on the enpl oyee's sal ary.
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2. As justification, attach

a. A copy of the cover sheet (Form AD 435) of the enployee's performance
apprai sal for the period covered by the recommendation, and;

b. Awitten justification (see Attachment 4 of this exhibit for
gui dance on what this should include).

How To Recommend An | ndividual For An Extra Effort Award

1. Usi ng Form AD- 287-2, conplete Blocks 1 through 7 and 11 through 15. The
Recommendi ng Oficial signs in Block 20. The Approving Oficial (any Agency
official at a higher level than the Recommending Oficial) signs in Block 22

The recomrended anmount for an Extra Effort award should be based on the
neasur abl e or nonmeasurabl e benefits to the Governnment (see Attachments 1 and
2 of this exhibit), not on the enpl oyee's salary.

2. Attach a witten justification (see Attachment 4 of this exhibit for
gui dance on what this should include).

How To Recommend A Teani G oup For An Extra Effort Award

1. Usi ng Form AD- 287-2, conplete Blocks 1, 2 (name of teanf group, not any
i ndividual), 7, and 11 through 15. The Recommending O ficial signs in Block
20. The Approving official (any Agency official at a higher |evel than the
Recommendi ng Official) signs in Block 22.

Attach a list of enployees in the group, giving all the information requested
by Bl ocks 2 through 6 of Form AD-287-2 and the anount each individual is being
recomrended for.

The recommended anount for a Teaml G oup Extra Effort award shoul d be based on
t he nmeasurabl e or nonneasurabl e benefits to the Governnent of the team group
as a whol e (see Attachnments 1 and 2 of this exhibit), not on any of the

enpl oyees' sal ari es.

2. Attach a witten justification (see Attachment 4 for gui dance on what
this shoul d include).
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How To Recomrend An I ndividual For A Spot Award

1. Usi ng Form AD-287-2, conplete Blocks 1 through 7 and 11 through 15. The
Recommendi ng Official signs in Block 20. The Approving O ficial (any Agency
official at a higher level than the Recommending Oficial) signs in Block 22.

The recomended anount for a Spot Award shoul d be based on the neasurabl e or
nonneasur abl e benefits to the Governnent (see Attachments 1 and 2 of this
exhibit), not on the enployee's salary. A Spot Award can be any anount

bet ween $50 and $500, in $50 increnents.

2. No additional witten justification is necessary.
How To Recommend An Individual or Teaml G oup For A Tine Of Award

1. Usi ng Form AD- 287-2, conplete Blocks 1 through 7 and 11 through 15. The
Recommendi ng Official signs in Block 20. The Approving Oficial (any Agency
official at a higher level than the Recommending Oficial) signs in Block 22.

NOTE: The Recommending Official can also sign as the Approving O ficial where
the benefits do not exceed the Small/Mderate |evel (see Attachnent 3 of this
exhibit).

The recommended nunber of hours for a Tine Of Award shoul d be based on the
table in Attachment 3 of this exhibit, not on the enpl oyee's salary.

2. Awitten justification (see Attachment 4 of this exhibit for guidance on
what this should include) is only required if the benefits exceed the
Smal | / Moderate | evel (see Attachment 3 of this exhibit).

How To Recommend An Individual or Teami G oup For Nonnonetary Awards O her Than
Tinme OFf ("Keepsakes")

1. Usi ng Form AD- 287-2, conplete Blocks 1 through 7 and 11 through 15. The
Recommendi ng Official signs in Block 20. The Approving Oficial (any Agency
official at a higher level than the Recommending Oficial) signs in Block 22.
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The recomended val ue of the "keepsake" should be based on the nmeasurable or
nonmeasur abl e benefits to the Governnment (see Attachnents 1 and 2 of this
exhibit), not on the enpl oyees' salary. No nore than $250 can be spent on any
one "keepsake".

2. No additional witten justification is necessary.

0Qo
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How To Detern ne Amount of Award
When Benefits Are Measurabl e

Measur abl e Benefits Scale

Benefi t Awar d
Up to $10, 000 10 percent of the benefits.
$10, 001 - $100, 000 $1,000 for the first $10,000 in benefits, plus 3

percent of benefits over $10, 000.

$100, 001 or nore $3,700 for the first $10,000 in benefits, plus .005 of
benefits over $100, 000.* Award anmount shoul d not
exceed recipient's annual salary.

Al'l recognition for individuals or teanfgroup nenbers exceedi ng $5, 500 per person
require approval fromthe appropriate Under or Assistant Secretary or Genera
Oficer. The Secretary approves Recognition Awards for Senior Executive Service
enpl oyees.

(0]0 ¢}
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How To Determ ne Anmpbunt O Award
When Benefits Are Nonneasurabl e

Nonneasur abl e Benefits Scal e

Appl i cation

RD I nstruction 2063-B

Exhibit A
Attachnment 2

CGener a

| rpacts the
public interest
or several

regi onal areas,
or an entire
Agency

| npact the
public interest
or nore than
one Agency, or
the entire
Depar t ment

Val ue

of

Benefits
Limted
| npacts the
public interest
or a specific
smal | work unit
to as large as
a Division or

Smal | /

Moder at e $50 - $325

Moder at e/

Subst ant i al $325 - $650

Subst anti al /
Ext ended $1, 000 - $2,500
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$325 - $650

$650 - $1, 300

$2,500 - $5, 500

0Qo

$650 - $1, 300

$1, 300 - $3, 150

$5, 500 - $10, 000
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How To Determ ne Nunber O Hours For A Tinme Of Award

Val ue of Enpl oyee's
Contri bution

Hours to be Awarded

Smal | / Moder at e

Contributions that hel ped to

ease a backlog or conpleting

a special project that benefitted

primarily the enpl oyee's honme office.

Mbder at e/ Subst ant i al
Contributions that hel ped an
entire Division, Staff, region
or other |arge geographic area.

NOTE:

10 hours

11 - 40 hours

An enpl oyee may not be granted nore than 80 hours in a | eave year.

Seni or Executive Service enployees are not eligible for Time Of Awards.
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What To Put In The Justification

1. Descri be what the enpl oyee(s) did.

2. Describe in what ways the enpl oyee's contribution exceeded the expected
level. Areas to look at include:

i mproving quality

i ncreasing productivity - overcom ng adverse obstacles or working
under unusual circunstances

usi ng unusual creativity

savi ng the Governnent tinme and/or nobney

i ncreasi ng program ef fectiveness.

3. Descri be what the results of the enployee's contribution were. Areas to
| ook at include:

(09- 04- 96)

proj ect acceptance

savings in tinme, noney and/or nmaterials
i ncreased efficiency

t echnol ogi cal advancenent

productivity increase

i nproved | evel s of cooperation

0Qo
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